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Introduction 
 
This user guide will provide an introduction to the process and routines around CarRes 

check-in. It will also give an insight into port management functions like finalizing the 

departures, manifests and reporting. For additional instructions related to booking 

functionality please see the Basic user guide. 

Please note that this user guide is describing how to use the keyboard when working in CarRes as this 
is a much quicker way, but it is also possible to use the mouse when moving between different forms, 
tabs, blocks and fields, etc. 
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TRAINING DAY 1  

Introduction 

Repetition of booking functionality 

Training Block #1  

Booking search 

Payments at check-in 

Amending and cancelling bookings at check-in 

Exercises 
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1 Training block #1 – Check-in payments and amendments  

1.1 Searching for a booking 

This section of the document will present the most common ways of searching for booking 

information in CarRes. 

Note that with <F7> you are able to clear the form to start fresh with a new search.  

Searching with booking number 

When a customer has the booking number to hand it is possible to search on this in the 

booking form. The booking number is entered manually into the “Booking” field and the 

search is started with Enter. 

 

Searching for the last 15 bookings 

To open a list of the 15 last bookings that were opened by the same user, press Shift+<F9> 
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1. The field “Find” is where search filter is given 

2. “%” is used as wildcard when searching in CarRes – only “%” means “select all”. Can 

be used anywhere (before, after, in the middle).  

3. Select the booking to be opened and press Alt+o or press “OK” 

1.1.1 Advanced search 

If the booking number is not known it is possible to open a Booking search form for advanced 

search possibility. 

1. To open the booking search form, press <F9> from the booking window 

 

The advanced search form contains many different tabs to make it possible to search 

differently depending on which information is known. 

2. Define the search criteria by filling in known fields 

3. To perform the search, press Enter or Alt+s after the search criteria has been defined 

4. The search result can be sorted/re-arranged by pressing on the headline buttons. 

5. To print the search result, (will be printed according to the selected sort order) press 

Alt+p 

Most of the tabs require a date as part of the search criteria. By using the field “Day” it is 

possible to search for several days forward from the selected date. 
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1.1.2 Saving a default search for a user 

When a user regularly makes the same advanced search it is possible to save the search 

criteria as default, one default per search tab. Next time the same user logs on and opens 

advanced search, the default search will be displayed automatically. This is done by pressing 

Alt+v when the search criteria for the tab is given. 

It is also possible to make a certain tab default for the logged on user if one of the search 

tabs is preferred to be displayed automatically next time the search form is opened by that 

user. This is done by pressing Alt+d when the preferred tab is open. 

 

1.2 Payment process in check-in 

1.2.1 Taking payments 

When a booking is confirmed it has to be fully paid (until tickets can be issued and) before 

the booking can be checked-in. 

1. Open the booking that should be paid 

2. To activate the payment window from the booking form, press Alt+y or press “Pay” 

button 

3. The cursor will be automatically placed in the payment transactions block. The Date 

and Method of Payment (based on the MoP defined in the header of the booking) will 

be automatically displayed. Note that the user must have privilege to make payments 

and also to use the MoP code.  

4. Press Enter or tab to move the cursor through the payment fields 

 

5. Depending on method of payment it can be mandatory to add name of the payee 



Basic check-in and boarding user guide,                 Training, March 2016 

      

 
Issued: Mar-16 ©Carus PBS Ab Ltd,  2016 P a g e  | 9 

 

6. There will be a message asking “Register Payment transaction?” To accept the 

payment, answer “Yes”  

 

7. When the booking is fully paid the amount to pay will be updated to zero (0.00) in the 

upper right hand corner 

 

1.2.2 Making additional payment 

When a booking has been changed and the value of the booking has increased, an 

additional payment should be made. 

The booking change will automatically update the price information in the booking and the 

outstanding value will be displayed in the upper right hand corner in the booking header. 

  

1. To make the additional payment, press Alt+y 
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2. In the payment transactions block, use ArrowDown key to move to the next row. Note 

that it is not possible to edit an old payment transaction. For each additional payment 

a new payment is made 

3. Fill in Method of payment. The outstanding amount will now automatically be 

displayed 

  

4. Continue with tab until the message if you would like to register the payment is 

displayed. Confirm the payment and the outstanding amount to pay will be updated to 

zero (0.00) in the upper right hand corner in the booking header 

 

1.2.3 Making partial payments/several modes of payment 

In the event a customer wants to pay with several Methods of Payment it is possible to define 

separate rows for the different methods. 

There will be a message displayed for each payment row and when the first payment is 

confirmed it is possible to insert the next payment on the next row.  
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1.2.4 Refunding a payment 

When a booking has been changed and the value of the booking has decreased, a refund 

should be made. 

The booking change will automatically update the price information in the booking and the 

value to be refunded will be displayed in the upper right corner in the booking header. 

 

1. To make the refund, press Alt+y 

2. In the payment transactions block, use ArrowDown key to move to the next row. Note 

that already registered payments cannot be changed, instead a new row for the 

refund should be added 

 

3. Fill in Method of payment, usually there is a special MoP for refunds. Choose from list 

of options <F9> if the code is not known.  

 

 

4. The amount to refund should be filled in as a negative amount.  
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5. A warning message will be displayed when the amount is negative. Accept with Ok. 

  

6. Continue with tab until the message if you would like to register the payment is 

displayed. Confirm the refund and the outstanding amount to be paid will be updated 

to zero (0.00) in the upper right hand corner in the booking header. 

 

 

1.2.5 Paying with a special pass 

A booking can be paid with a valid special pass. 

1. To pay your booking using a special pass, press Alt+y to open the payment window 

2. The date will automatically be displayed and in the “Method field” it will say CAS for 

cash payment. Type over with the appropriate code for the special pass (PASS) or 

press >F9> for list of options.  

3. Fill in the number of the special pass and quantity. If the special pass number is not 

known, press <F9> for list of options in the “Ticket number” field.  
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4. There will be a message asking “Register Payment transaction?” To accept the 

payment, answer “Yes”  

When paying with a Special Pass, Customer ID must be defined on the booking and Travel 

Friends must be defined in the Namelist tab (if Travel Friends should be verified). Valid 

Vehicle Registration Numbers should be saved on the Customer record and will be verified 

when paying with Special pass.  

Manual control must be made by the staff in the terminal, making sure that the Special Pass 

policy isn’t violated. 

1.3 Changing and cancelling a booking 

1.3.1 Changing a booking 

Provided there is capacity available, and the booking rules allow it, changes can be done to 

the name, departure, quantity, category, etc. 

1. To change a booking, start by opening the booking in the booking form. If the booking 

number is not known, perform an advanced search as described in Advanced 

Search. 

2. When the booking is open in the booking form it is possible to perform necessary 

changes 
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1.3.2 Changing departure information 

To change departure information, simply type over the existing information or choose new 

departure from <F9> search 

 

1.3.3 Changing the booked items and details 

To change the booked items, move to the booking rows and change quantity or change 

existing category information. 
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Name changes are also done in the namelist tab by typing over existing fields 

 

1.3.4 Amendment fee 

If the booking is subject to an amendment fee a message is displayed when the booking is 

opened. 

 

When the booking is changed (date or time) and if amendment fee rules apply there will be a 

note in the upper right hand corner showing that a fee needs to be paid. 
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How to pay the amendment fee will be described in the section Taking payments.  

After the payment has been settled the amendment fee will be registered in the 

Ashore/Extras tab. 

 

1.3.5 Cancelling a booking 

An active booking can be cancelled by pressing Alt+c when the booking is open in the 

Booking form.  
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A couple of messages will be displayed asking the user to confirm that the booking should be 

cancelled. 

  

 

Press “Yes” and the booking is cancelled. 

If the booking has been paid or partially paid there will be an extra notice that the booking 

has a balance.  

 

Choose yes and the booking can be refunded after cancellation as described in the 

Refunding a payment section. 

A cancelled booking will have CAN=cancelled status. 
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1.3.6 Cancellation fee 

When a booking is subject to a cancellation fee, the following message will be displayed 

when cancelling the booking. 

 

If the booking has been paid a message will be displayed: 

 

The cancellation fee will automatically be displayed in the Ashore/Extras tab in the Extras 

block and the balance is displayed in the upper right hand corner.  
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If the cancellation fee is only part of the paid amount the balance should be refunded. See 

Refunding a payment. 

1.3.7 Reinstating a booking 

A cancelled booking can be reinstated as long as there is still availability. 

To reinstate the booking, from the Booking form, choose Function > Reinstate booking 

 

A confirmation message is displayed and the booking is active again. 
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1.3.8 Paying a cancelled booking 

A booking can be paid even if it is cancelled. When the payment is registered the booking will 

be automatically reinstated. 

1. Search for the cancelled booking 

2. The booking will be in cancelled mode and the booking value will be zero: 

 

3. To activate the payment window from the booking form, press Alt+y or press “Pay” 

button 

4. Follow the payment flow as described in the Taking payments section. 

5. The booking will be automatically reinstated when the payment is registered. 
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TRAINING DAY 2  

Training Block #2  

Check-in process and routines 

Special scenarios in check-in 

No-show handling 

Exercises 
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2 Training block #2 – Check-in and special scenarios  

2.1 Check-in process and routines 

2.1.1 Preparing departure for check-in 

To be able to start checking-in, the departure needs to be opened for check-in. Depending 

on company routines it is possible to either open one departure at a time or several 

departures at once. 

2.1.2 Open one departure for check-in 

1. To open a departure for check-in, choose  Registry > Capacity > Departure (on 

board) 

2. Start by filling in the sailing details: 

 

3. Fill in the Departure ID if it is known or use <F9> to search 

4. The details of the sailing will be displayed based on the departure ID 

5. There is a Booking status field and a check-in status field in the upper right corner 

that is used for opening a departure for check-in  

Check-in status shows if the departure is open for check in or not. The departure is not open 

for check in if the status is defined as "0". To open the departure for check-in, update the 

status to "2". 

Booking status shows if a departure is open for booking or not (for instance if no further web 

bookings should be accepted after the check-in is opened). Booking Status defined as 0 

means that the departure is closed for booking. Statuses 1 – 9 indicate that the departure is 

open for booking, provided that the User has privilege to the defined Booking Status. The 

values 1 – 9 can be used to define different levels of Booking Statuses. We recommend that 

a separate Booking Status (for example 9) is used for cancelled sailings. 
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2.1.3 Open several departures for check-in 

1. To open several departure for check-in, choose  Registry > Capacity > Departure 

links 

2. Clear the screen with <F7> or press “Search” or Alt+S..  

3. Fill in departure details. If only the date is filled it, a list of every departure available in 

the system from that day will be displayed. If both the route and the date is filled in, a 

list with of the upcoming departures for that specific route will be displayed. 

 

 

4. There is a Booking status field and a check-in status field on each row that is used for 

opening a departure for check-in/booking. See status definitions in previous chapter. 
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2.1.4 Booking and check-in overview 

When the check-in staff needs to keep track on the check-in and booking situation one 

possibility is to open the Check-in Overview window. 

1. From the Booking form, go to Information > Check-in Overview 

 

2. Fill in the departure port code  

3. In the “Days” field it is possible to insert how many days in advance you would like to 

view check-in situation for. 
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There are three different tabs: passengers, vehicles and booking details.  

The passenger tab will show how many bookings there are in total on the departure, how 

many are checked-in and how many remain to be checked-in. The same breakdown is 

shown on passenger level. 

The last column on the tab will break it down on embark/disembark level. 

 

The vehicles tab will show how many low/medium/high bookings there are in total on the 

departure and how many feet in total. The total availability will be shown in the middle 

column while the last column will show what remains to be checked-in. 

 

The booking details tab will show individual bookings on the departure. The ‘IC’ field shows if 

the row has been checked in or not and the ‘Sts’ field will show if the row is waitlisted. 
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Another way to keep track on the check-in situation is by using the Search functionality from 

the booking form. 

1. To open the search form, press <F9> in the booking form 

2. Go to the Jry row tab and fill in the departure details 

3. To look for bookings “not checked-in”, mark the check box “Nci” and only bookings 

that have not been checked-in will be listed 

 

4. To open a booking from the list, press <Enter>, Alt+O or press the “OK” button 
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2.1.5 Checking-in a booking 

Start by opening the booking you want to check-in. If the passenger does not have the 

booking number at hand, you can search for the booking as described in the Booking Search 

section. 

The booking needs to be fully paid in order to proceed with check-in. 

1. To check-in a booking, press Alt+l or press “Check in all” 

If both the departure for the outward as well as the return has been opened for check in, the 

user can choose which of the departures to check in.  

 

2. To proceed with check-in, press “Ok” and the boarding cards for the chosen 

departure will be printed. 

3. If the booking has not been paid, a message will be displayed: 

 

The booking needs to be paid prior to check-in. See section: Payment. 
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4. To see if a booking has been checked-in, the check-boxes on the booking row will be 

marked: 

 

2.1.6 Unchecking in a booking 

Start by opening the booking you want to uncheck in. If the passenger does not have the 

booking number to hand you can search for the booking as described in the Booking Search 

section. 

The booking needs to be checked in in order to be unchecked in. As shown in the previous 

picture the boxes for Check-in clearance and Check-in status are marked when the booking 

has been checked-in. 

1. To un check-in a booking, press Alt+o and S or choose Options -> Switch Check-In 

Mode  
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2. Press Alt+k or press “Uncheck in All” 

 

3. Answer question “Uncheck journey?” Yes with enter, Alt+y or press button 
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4. Answer question “Revoke boarding cards?” Yes with LeftArrow and enter, Alt+y or 

press button 

 

And booking will be unchecked in 

 

5. To return to the basic booking form, press Alt+o and S or choose Options -> Switch 

Check-In Mode  

2.1.7 Splitting a booking row and partial check in 

To check-in only part of the items booked on a row (i.e. only one passenger out of two), the 

booking row has to be split. Start by opening the booking in the booking form. 

1. To split a booking row, move the cursor to the booking row that should be split and 

press Alt+u and S or choose Function -> Split Row 
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2. Enter the quantity to split to another booking row and press OK 

 

3. The booking row will be split into two rows 
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4. Save booking, <F10> 

2.2 Special passes 

The special passes must be issued (“sold”) within a booking, also when it is free of charge for 

instance for employees. 

2.2.1 Selling a special pass 

1. To sell the actual special pass, go to the Ashore/Extras tab in the Booking form. 

 

2. To move the cursor to the extras block, press Crtl+DownArrow 

3. Fill in the following fields: 

Term Definition 

Grp 

Enter Category group manually or press <F9> for a list of 
options. Choose the code for the special pass.  

 

Qty Enter the amount to be booked 
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Ctg 

Enter Category manually or press <F9> for a list of 
options.  

 

 

 

4. Press DownArrow to accept the booking row and the price will be displayed 

5. To save the booking, press <F10>, fill in a name of the booking and accept with 

<F10> 

6. To pay the special pass and get the ticket number, follow the same procedure as 

outlined in section Taking payment. 

7. Press “Print all documents” after payment  

8. The special pass details can now be viewed in Information > Voucher History 

2.2.2 Special pass refill 

Special passes that have annual cards where the actual card in not renewed every year it is 

possible to refill the same card.  

1. If the category is allowing a refill, a pop-up will be displayed when the category code 

is filled in 



Basic check-in and boarding user guide,                 Training, March 2016 

      

 
Issued: Mar-16 ©Carus PBS Ab Ltd,  2016 P a g e  | 34 

 

2. Add the voucher number of the original card to add a refill. If the card should not be 

refilled, choose “ok” and a new pass will be created. 

See section Paying with a special pass for information on how to proceed when travelling 

with a special pass. 

2.3 Stand-by and waitlist 

It is possible to waitlist passengers, vehicles and cabins. The maximum waitlist capacity is 

set up in the registers both for Passenger and Freight Vehicle allocation and for all Vehicle 

sizes (i.e. Low, Medium and High vehicle allotment). 

When trying to book a departure that is for instance fully booked for passengers it is possible 

to add waitlist status to the booking row. 

If bookings are cancelled on a departure where there are waitlisted bookings, the capacity 

will not be returned to the allotment, but is saved for the waitlisted bookings.  

The user confirms a waitlisted booking by removing the waitlist booking row status from the 

booking rows. The system then tries to rebook the requested capacity. 

It is possible to split multi-sector journeys if there isn’t capacity for the requested items for the whole voyage. The 
customer can choose to be placed on a waiting list for the legs where there is no capacity.  
 
When saving a waitlisted booking, the user can choose to split the booked journey into separate legs. This makes 
it possible to board each leg separately if the customer chooses to travel although the booking is waitlisted on one 
or several legs of the journey.  

2.3.1 Adding to the waitlist 

1. To waitlist, move the cursor to the “Sts” field on the booking row you want to waitlist. 
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2. Fill in the code for wait listing or choose <F9> for list of options.  

 

3. The code for waitlist ‘WTL’ is used to calculate the waitlist capacity. 
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Every time a booking with waitlisted items is opened a warning message will be displayed.  

 

2.3.2 Review the waitlist 

When something is added to the waitlist the order in which they have been added is kept 

unchanged.  

1. To review the waitlist, press <F9> (booking search) from the booking form 

2. Open the waitlist tab in the Booking search form: 

 

3. Insert the departure details that you want to view the waitlist for and press <Enter>, 

Alt+S or press “Execute search”: 
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The waitlist for the selected departure will be displayed. When a booking is waitlisted, there 

will be a waitlist number for each booked category, for each booked leg in the journey.  

 

2.4 Cleaning fee 

Livestock is allowed on the vehicle deck on the vessels and this on occasion necessitates 

additional cleaning of this area of the deck.  

To cover these potential costs, a pre-authorized cleaning fee will be processed in case the 

cleaning service is needed, otherwise the hold is released.  

1. To add a cleaning fee to the booking, use category group: FEE and category ACD, 

this will automatically generate an AUTH booking row status  
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2. This row will be excluded from the total value of the booking. 

 

Two payment transactions will be made in the booking – one that covers for the booked 

items (excluding the cleaning fee) and one made with a separate MoP used for authorizing 

the amount that will be charged in case cleaning is needed. 
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2.5 Unaccompanied vehicles and youth groups 

For unaccompanied vehicles or youth groups there should be a document uploaded on the 

booking.  

1. To add a document for an un-accompanied vehicle, open the booking in the booking 

form 

2. Go to Information > Contact history 

 

 

 

3. Add the Event code and press <Enter> or choose with F9 if the code is not known. 
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4. Upload the document by pressing “Upload” or Alt+U 

5. When pressing button <Upload>, the User is asked to confirm that documents should 

be uploaded 

 

 

6. A Windows Explorer window is opened where the user can browse for the document 

to be uploaded 

 

7. If the upload was successful there will be a message displayed 
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Note that some files types are not allowed to be uploaded; for example executable files like .com, .exe, .bin, 
.vbs. 

8. After uploading one or several documents the user can view a list of all files uploaded 

against the active contact event record. This is done by pressing “View” in the 

Contact History form.  

9. It is possible to delete an uploaded file by placing the cursor on the row and press 

button <Delete>. The User must confirm that the file should be deleted.  

2.6 No show handling 

1. After a sailing, the bookings that have not been checked-in can be retrieved in the 

search form with <F9> from the booking form. 

2. Fill in the departure details in the Jry row tab and mark the check-box “Nci” 

3. The list of no-shows will be displayed 

 

4. The bookings can be opened directly from the displayed list and actions regarding no-

show handling can be taken according to company policy. 
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TRAINING DAY 3  

Training block #3  

Port management functionality 

Reporting, manifests, documents, etc. 

Finalizing a departure 

Exercises 
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3 Training block #3 – Port management and finalizing departure 

3.1 Reporting 

3.1.1 Printer queue 

CarRes requires tickets to be generated for all booking rows including such categories where 

no physical tickets should be triggered. These categories should be defined with a dummy 

ticket layout, pointing at a NULL printer queue. 

The terminal where the User is logged on must have all documents linked to Printer queues 

controlling which physical printer the documents should be printed on. 

From the main menu, please select: 

Booking > Booking > Options > User data and printer queues 

 

 

 

1. The terminal of the logged in user will automatically be displayed in the “terminal 

queues” field. 

2. To add a printer queue, go to an empty row and add document type, name of 

document and the printer queue. 
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3. Printer Queues can be copied from one terminal to another. This is very practical for 

instance in terminals within the same office, where the same documents should be 

printed on the same printers.  

4. To copy the printer queues, press <Copy settings from Terminal>  

 

5. Choose the ID of the terminal from which the printer queues should be copied. 

 

6. A question about copying the settings will appear, accept with “Yes” 

 

 



Basic check-in and boarding user guide,                 Training, March 2016 

      

 
Issued: Mar-16 ©Carus PBS Ab Ltd,  2016 P a g e  | 45 

 

3.1.2 Manifest 

3.1.3 Cashier report 

The cashier balancing is recommended to be done at the end of each shift, but this routine is 

depending on internal company routines.  

To balance the cashier: 

From the main menu, please select: 

Booking > Reports > Cashiers Daily Report 

 

1. The list of open cashier reports will be listed: 
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2. Move the cursor to the row for the report that you will be balancing and choose 

“Report” 

 

There are different options to choose between for how the report should be printed.  
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3. To only get a report showing the balance, tick “preliminary”. To finalize the report and 

approve it, tick “Final” 

4. The sort order can be either Paydate or Booking ID 

5. The payment rows can be shown either per MoP (mode of payment) or all rows can 

be listed 

6. To print the cashier report, press “Print” 
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3.2 Finalizing departure 

3.2.1 Actual time of departure 

After the sailing it is possible to insert the actual time of departure. 

1. To add actual time of departure, choose Registry > Capacity > Departure (on board) 

2. Start by filling in the sailing details: 

 

3. Fill in the Departure ID if it is known or use F9 to search 

4. The details of the sailing will be displayed based on the departure ID 

5. Fill in the actual time of departure and arrival: 
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3.2.2 Finalize departure 

Depending on company routines a departure can be closed for check-in after departure. This 

can be done either for one departure at a time or several departures at once. 

3.2.3 Close one departure at a time 

1. To close a departure for check-in/booking, go to the upper right corner of the screen 

in the Departure maintenance form 

 

2. There is a Booking status field and a check-in status field that should be updated 

when closing a departure. 

Check-in status shows if the departure is open for check in or not. Change the status to “0” to 

close the departure for check-in. 

Booking status shows if a departure is open for booking or not. Change the status to “0” to 

close the departure for booking.  
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3.2.4 To close several departures at once 

1. To close several departure for check-in, choose  Registry > Capacity > Departure 

links 

5. Clear the screen with <F7> or press “Search” or Alt+S..  

6. Fill in departure details. If only the date is filled it, a list of every departure available in 

the system from that day will be displayed. If both the route and the date is filled in, a 

list with of the upcoming departures for that specific route will be displayed. 

 

 

7. There is a Booking status field and a check-in status field on each row that is used for 

closing a departure for check-in/booking. See status definitions in previous chapter. 
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TRAINING DAY 4  
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Training block #4  

Scanners and boarding 

Training review and best practices 

Exercises 

 

See separate user guide for Scanners and boarding 


